


	
	
	

	                
DCNR-2014-Dev
Dev-GPM –3  Rev. 1-14                     
	
COMMONWEALTH OF PENNSYLVANIA 
DEPARTMENT OF CONSERVATION AND NATURAL RESOURCES
BUREAU OF RECREATION AND CONSERVATION 

	
[image: DCNRlogoCYMKlockupLeft.jpg]

	Instructions, Forms and Submission Checklist


	



Instructions and Forms – Please find enclosed instructions and forms to assist you, your Design Consultant and your Solicitor/Attorney in preparing the necessary documentation for our review and approval.  It is the responsibility of the Grantee’s Project Coordinator to ensure that the requested documentation is submitted.  Although various individuals may have responsibility for completing and/or compiling this documentation, it is the Project Coordinator’s responsibility to distribute these documents to the appropriate individuals and to coordinate the required submissions to the Bureau. 

To expedite the review and approval process, we request that your submission and all documents be provided as a complete “package.”  The only exception is the Payment Request Form, which is to be provided within two weeks of receipt of this packet.

Submission Checklist – Please assemble and provide your submission in the following order.                   Please ATTACH this completed Checklist with your submission: 

Check:	Items:

[bookmark: _GoBack][bookmark: Check1]    |_|   1.  This completed Submission Checklist [Grant Agreement #: BRC-                      ] (Design Consultant)

[bookmark: Check2]    |_|	2.  Payment Request Form [Date Submitted:                               ] (Project Coordinator)

[bookmark: Check6]    |_|	3.  Written reply to each Comment in DCNR- Bureau Review Letter.  
(It is recommended that you may wish to scan the DCNR- Bureau Review Letter and supply your written comments/responses within the text of the Letter. (Design Consultant and Project Coordinator)

[bookmark: Check3]    |_|	4.  Certification of Title Form and Lease/Easement Agreements, as applicable (Solicitor/Attorney)

    	5.  Other documents requested in DCNR- Bureau Review Letter; as applicable 
    |_|	A.  Local and County Planning Agencies Response Letters (Project Coordinator)
[bookmark: Check8]    |_|	     B.  Current/Revised Cost Estimate (Design Consultant)
[bookmark: Check9]    |_|	     C.  Project Timeline/Schedule (Design Consultant and Project Coordinator)
    |_|	     D.  Other 

   	6.  Construction Drawings and Specifications (Design Consultant)
    |_|	     A.  Drawings [Required]
[bookmark: Check7]    |_|	     B.  Property Boundary Map [Metes and Bounds] [Required]
    |_|        C.  Bid Documents/Specifications [as applicable]

The following documents are not required with the initial Submission but are often included, depending on the readiness of your project.  If supplied at this time, they should be placed in your submission directly after the Certification of Title Form:

[bookmark: Check4]    |_|	7.  Certification of Compliance with Bid Requirements Form (Solicitor/Attorney)

    |_|	8.  Certification of Compliance with COSTARS Program Form 
               (Manufacturer/Vendor/Supplier and Project Coordinator)

    |_|	9.  Certification of Design Form (Design Consultant)

(You are reminded that these Forms must be submitted, reviewed and approved by the Bureau before you are permitted to proceed with any purchases, site preparation and/or construction on your project.)
Enclosed Packet of Instructions and Forms


1. Instructions, Forms and Submission Checklist (Project Coordinator)
2. Development Project Management Process Policy (Design Consultant and Project Coordinator)
3. Payment Request Form (Project Coordinator)
4. Certification of Title Form (Solicitor/Attorney)
5. Certification of Compliance with Bid Requirements Form (Solicitor/Attorney)
6. Certification of Compliance with COSTARS Program Form 
	(Manufacturer/Vendor/Supplier and Project Coordinator)
7. Design Consultant Selection for Development Projects (Project Coordinator)
8. Park Site Development Drawing(s) Checklist (Design Consultant)
9. Preparation of Final Construction Drawings and Specifications 
	(Design Consultant and Project Coordinator)
10. Nondiscrimination/Sexual Harassment Clause (Design Consultant)
11. Certification of Design Form (Design Consultant)
12. Sample Non-Cash Match Values Recordkeeping Spreadsheet (Project Coordinator)






Pennsylvania Recreational Trails (PRT) Projects, Only:
13. Disadvantaged Business Enterprise (DBE) Form and Attachment 
	(Design Consultant and Project Coordinator)
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